CHRISPMCDP Training Program Assgning a Training Program to a Position

Assigning a With the implementation of the Project Management Career Devel opment

Training Program Program, numerous positions will be required to have the PMCDP

to a Position training program associated with the postion. To associate atraining
program with a pogtion:

1. Atthe“Home" screen, click on “Develop Workforce.”
2. Click on “Manage Postions (USF).”
3. Clickon“Use”

4. Click on “Podtion Data”
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CHRISPMCDP Training Program Assigning a Training Program to a Position

The*“Find an Exiging Vaue' screen is digplayed.
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5. Enter the postion number in the “ Postion Number” field and click on
“Search.”

The “Podtion Data’ screen is displayed.
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CHRISPMCDP Training Program Assigning a Training Program to a Position

6.  Click onthe -t toinsert arow.

A new row has been added with a new effective date.

Note: If the effective date is different than the date displayed, may sure
the appropriate date is entered.
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7. Click onthe magnifying glassto theright of the “Reason” field.
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CHRISPMCDP Training Program

Assigning a Training Program to a Position

8.

0.

The*Lookup Reason” screen is displayed.
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Click on the “Lookup” button..

A list of reason codes are displayed.
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Click on “Other” for the reason code.
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“Other” is displayed in the “ Reason Code’ fidd.
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10. Click on the “ Specific Information” tab.

The “Specific Information” screen is displayed.
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11. Scroll down until thelink for “Training Programs’ is displayed.
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12. Click on“Traning Programs”

The“Training Programs for Position” screen is displayed.
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13. Click on the magnifying glassto theright of the “Training Program” field.
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The*Lookup Training Program” screen is displayed.
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14. Click on the“Lookup” button.

A lig of training programsis displayed.
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15. Click on the training program that isto be added.
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15.

16.

17.

The “Training Programs for Pogtion” screen is displayed with the chosen
program.
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Click on the“OK” button.

The training program has been added to the position.
Return to the “ Description Page’ prior to saving.
Click on the“Save’ button.

The training program has been saved to the position.
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